Quick Reference for Accelerated Reader

To add a new student:

1. double click on AR Management

2. click on the welcome screen

3. enter the password – ROCK

4. click on the SCHOOL button

5. click on the STUDENTS button

6. click on the ADD button

7. Type in the student’s first & last name, birth date, and password (the password is the students birth date with no extra zeros – example January 1, 1985 would be 1195), specify the student’s grade, gender, and race, click OK

8. go to the top menu bar and click on GO

9. click on CLASSES

10. highlight the class name

11. click the ENROLL button

12. highlight the student name

13. click OK (you should then see the student’s name on the class list)

14. go to the top menu bar and click on GO

15. click on CLASSES

16. highlight the class name

17. click the ENROLL button

18. highlight the student name 

19. click OK – you should then see the student name appear in the class list

To unlock a student:

1. click GO on the top menu bar

2. click STUDENTS

3. highlight the student’s name

4. click STUDENT on the top menu bar

5. click on CLEAR LOCK

6. click OK

To reprint the TOPS Report (test printout):

1. click GO on the top menu bar

2. click on READING PRACTICE

3. highlight the class

4. click OK

5. highlight the student’s name

6. highlight the test

7. click on the PRINT TOPS button (the report will pop up)

8. click PRINT
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